If you can't measure it , you can't manage it
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Khalid Matar Al-Toomi
MBA

Director - Administrative Affair & HR
International SOS

More Than 18 Years Of Practical Experience
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Career Objective
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To be a part of a highly professional team, to seek greater
challenges and more responsibilities in an Administrative
oriented company, to apply the knowledge and skills attained
from my previous work experience and widen it.
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Job Role
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Direct supervision of the activities and functions of the
following departments

Human Resource dept.
Support Services dept.
Government Relations dept.
Security Services dept.
Legal Affaires dept.

A s sl 5y dasil Lo alll Ol e
o andisle sl
ool Sleasdls )
iy Sl sl 305
—_ Nyl
sl il 5)l0)

Educational Qualifications Lalall 3l
Master Degree of Business Administration Jetah) sl
Diploma i Francel Management 058 s
P 8 SR
Professional Certificates Wiyt blgsll
Professional Executive Director — Certified g - O sdaedl
Certified Human Resource Manager b d el sl
Professional Administrative Developer ESSOPRBTIAY
Certified Financial Manager — CFM R
sl U

HR Courses
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Human Resource Management
Strategic Management of HR
Strategies of Performance Development
Performance Measurement & Evaluation
Selection & Recruitment Management
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Job Description & Analysis o)y Slas s
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Specialized Courses Loaasdl O 5l
Certified Management Accountant aaak| S s
Certified Financial Accountant sl L el
Certified Public Accountant a8 5l

Professional Financial Analyst
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Leadership Courses Lol ol el
Strategy & Operational Planning Skills t}"“‘“d\ﬁ G Lasdll Sl
Decision Making Skills in Business JeeVy Joall &y 3 SN 3 ol
Leadership & Effective Leader Skills Jlaall sslally 3ol ol
Professional Negotiation Skills Bl syl e
Build & Improve Skills for Team Work .;}‘.,J\ o s s
Professional Leadership of Work Meetings f”g RS A
Professional Supervision Skills Jadl 3 Sleler¥ls)10]
Modern Management Skills Ll ol e ol
ol 5yl ol )l
Experiences Organization Field of Company Activity Period
Director - Administrative Affair & HR SOS Medical & Healthcare Presently

GM — Administrative Affairs KNC Company

HR Manager MMG Group

HR Manager SMG Group

Admin Manager Al-Sharq Services Co.

Medical & Healthcare Sep 2017 —Jan 2021

Medical & Healthcare Aug 2016 — Aug 2017
Medical & Healthcare July 2014 - June 2016

Medical & Educational services Jan 2013 — Dec 2014

Supervisor for General Services APC Chemicals Product Oct 2007 — Dec 2012
Supervisor for Customer Services MK Cables Co. Cables — Wiring Devices March 2001 — March 2004
Skills ol
Ability to set plans and strategies Sl Lladl poy o 303
Ability to set up estimated budget dy el D315l a2y e 3,8
Ability to assess the financial position for organization sleil JUY ol R Je 3,3l
Ability to implement that policies &procedures SV, Sl ks e 5,80
Total knowledge of labor laws & regulations syl o) 2Ty i Bl
Leadership of team work ¢ . ._j “Mm
Ability to staff development desall 30 80185 5,10
Ability to improvement of work quality bkl sk Je 3,301
Jaall 8392 st o 3,
Courses Sy gl
Modern methods of planning and organization ﬁ’x""ﬂ\ﬁ Lol dy dl Il
Management & Developing the Team work. Joall 55 seohasy 51331 5,10
Communic.atcing & Dealing.with chers A - Jlas¥ly Joladl )12
Supervision & Developing Skills £33 dal Y1 el 1
Root Cause Analysis Workshop S i
Il Ol
Effective Presentation Skills = Sl i JE
Jad) oWl ol
Target Job Dl dabs )
Leading position with a growing company . dels afj.u S dols b,

Personal Interests
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Academic research study regarding of management about the
business, following up on everything new in this field, and
serious seeking to know the best modern practices ... Language

of numbers is the true language of business
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Eastern Province
055 305 2008

ks_6666@hotmail.com




